




DUTIES AND RESPONSIBILITIES 

ADMINISTRATIVE ASSISTANT II (CLERK IV) - OVPAF 

30% 

• Prepare documents/communications as to completeness, accuracy and compliance to existing rules and regulations prior to 
endorsing to the Vice President for Administration and Finance for information/approval/instructions; 

20% 

• Prepare/process permit to use University facilities for both internal and external; 
20% 

• Consolidate accomplishment reports and other reports as required by other offices/agencies in compliance to office orders 
and memoranda submitted by offices under the sectors; 

10% 

• Perform clerical and support services in the preparation of simple documents and/or reports; 
10% 

• Provide administrative support to office; 
10% 

• Perform other tasks and designations as assigned. 

ADMINISTRATIVE AIDE VI (CLERK III) – OQAA 

30%  

• Coordination of Quality Assurance activities 
30%  

• Document Management and record keeping 
20%  

• Administrative support to Quality Assurance Teams 
10%  

• Data Collection and Analysis 
10%  

• Training and Compliance Monitoring 

ADMINISTRATIVE AIDE VI (CLERK III) – NPRCRTC 

30%  

• Assist in the conduct of studies and activities of root crops including its care and management 
25% 

• Assist in the conduct of training and extension activities of root crops 
25% 

• Gather and consolidate data of root crops studies for analysis. Document R&E related activities and prepare IEC materials 
10% 

• Prepare and process procurement documents, travel documents (travel order to reimbursement of travels) and other 
necessary documents for the conduct of research and extension 

10 % 

• Do other jobs as requested by the management 

ADMINISTRATIVE AIDE VI (CLERK III) – College of Agriculture 

90% 

• Serve as Document Custodian. Preparation of Master list of Records, ensuring compliance with ISO requirements and 
standards. 

• Prepare CA reports, including Monthly Accomplishment Reports, PBB Supporting Documents, Citizen's Charter Report, 
Faculty Profile, Mandatory Force Leave, FOI, PDO, and other required documents. 

• In charge of CA Faculty and Staff pursuing Graduate Studies Files. 

• Prepare and update the HRD Plan of the College. 

• In charge of AACCUP & COPC documents and assisted during accreditation and evaluation. 

• Prepare reports on Employment Status of CA Graduates. 

• Update the CA Functional Chart. Prepare and update the Brochure for BSA & BSAB. 

• Prepare Certificates for both participants and speakers during seminars, as well as awards. 

• Create layouts for program papers, posters, and similar materials for CA Activities. 

• Prepare the College briefer (video). 

• Prepare the Workload Summary including compilation with Faculty workload and schedule. 

• Simulate Course Subject Offerings of the College for the OUR and Accounting Office. 

• Serve as the SIAS Administrator of the College. 

• Encode subjects for students in the SIAS for their enrolment. 

• Prepare a summary of Course Offerings for posting on the College's social media and for physical posting. 

• Prepare the Room Utilization schedule every semester. 

• In charge of taking minutes of Meetings for CAAC Meetings. 

• Facilitate Student Evaluations for Chairpersons. Prepare the Chairpersons' Performance Evaluation Results. 

• Prepare Requests to hire for COS/Casual and Plantilla positions. 

• Check Thesis Form and Style of undergraduate students. 

• In charge of filing MOAs and assisting in the preparation of the document. 
 
10%  

• Perform other duties relative to the mandates of the College of Agriculture 
 

ADMINISTRATIVE AIDE VI (CLERK III) – College of Arts and Humanities 

 

90%  

• Serve as document and record custodian of the college, update and maintain a systematic filing system 

• Serve as frontline personnel for the college; Prepare procurement documents for college supplies, equipment, and 
materials 

• Route documents to other offices for appropriate actions 

• Assist in preparing reports/data as required by other offices 

• Assist in coordination/facilitation/documentation of college programs and/or activities 
10%  

• Assist during enrolment and enrolment preparation and does related functions as assigned by supervisors 

 


